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3005-001 
Instructor 
Office 
Office Hours 
Class Web Site 
English 3005 
Technical Communication 
Spring 2004 
Dr. Angela Vietto I Email: cfarv@eiu.edu I Office Phone: 581-6293 
3345 Coleman Hall 
MW 10-11:30, R 12-2 and by appointment 
http:/ /www.uxl.eiu.edu/-cfarv /3005.html 
Objectives, or, Why Are We Here? 
The primary objective of this course is to improve your ability to communicate complex information in an 
audience-centered way. 
Achieving that objective requires developing your skills and knowledge in a number of specific areas: the writing 
process, including time and deadline management; research techniques; visual aids; document design; organization 
of textual and visual elements; and clear, correct, and concise prose writing. 
Text 
:Markel, Technical Communication 
Other Required Materials 
Two 3 1/2 x 5 inch floppy disks, devoted solely to this class and labeled with your name, my name, and "Engl 3005 
Spring 2004" 
Disability Information 
If you have a documented disability and wish to receive academic accommodation, please contact the Office of 
Disability Services (581-6583) as soon as possible. 
Electronic Writing Portfolio 
This is a course from which you may choose to submit a document to the electronic writing portfolio. If you are 
planning to make a submission to the EWP from this course, do so by the end of this semester. We will discuss 
the submission process in class around mid-semester, or I can answer questions at any time. 
Assignments/Grading 
Participation 100 points Final Grading Scale 
Homework, in-class assigrunents, quizzes 100 points 900 and uo A 
·-
Report 1 100 points 800 to 899 B 
Report 2 100 points __ 700 to 799 c 
-·---· '--·-
Instructions 100 points 699 to 600 D 
Collaborative Proposal 100 points 599 and below F 
Oral ReEort 100 EOints 
-
Final Technical Communication Portfolio 300 points 
Attendance Policy 
I strongly encourage you to attend every class session. Indeed, the best advice I can give you for earning the 
grade you desire in this class is to attend every class session, ask questions whenever you have them, and consult 
with me in my office whenever you think it would help. However, there is no section of the overall course grade 
devoted to attendance. Although I will not be deducting points for missed classes, the policies on deadlines and 
conferences mean that unexcused absences could have a significant impact on your grade (all the way down to F). 
Be sure that you understand the policies on deadlines and conferences. 
Deadlines 
In writing for "real" purposes, deadlines count. Meeting your responsibilities to deadlines is therefore a skill that 
this course and the following policy are designed to help you develop. 
If you miss class for any reason on a day when an assignment is due, you are responsible for making sure the 
assignment gets to me by the time class begins, or requesting an extension before the due date arrives--which means 
before class begins. Exceptions will be made only in cases of serious, unforeseeable, and unavoidable emergencies. 
According to the University's regulations (see the 2002-2003 catalog, p. 52), "Instructors will grant make-up 
privileges (when make-up is possible) to students for properly verified absences due to illness, emergency, or 
participation in an official University activity .... It is the student's responsibility to initiate plans for make-up 
work and to complete it promptly." Properfy verified means that someone other than you needs to verify (preferably 
in writing) the illness, emergency, or official University activity that made you miss class. 
When you have a properly verified absence for one of the reasons listed above, see me on the day of your return 
to class (or call or email) to arrange a schedule for make-up work. Work that is not turned in on time because of 
any other kind of absence and for which no extension was requested will not be accepted (and will receive no 
credit). Quizzes or in-class work missed due to unexcused absence may not be made up. 
Office Hours and Conferences 
My office hours are always available to you to discuss any assignment or any issue related to the course. In 
addition, I am available to meet with you at other times by appointment. Several times during the semester, I will 
require you to schedule an individual conference with me. Scheduling meetings and keeping track of meetings is 
an important part of professional behavior. Failure to schedule a mandatory conference or to attend a scheduled 
conference without calling in advance to reschedule may result in a penalty of 25 points off your final course 
grade. 
Saving Your Files 
Save your files. Save them all. Save your files on TWO floppy disks, whether you are working at home or in the 
ETIC. A bad floppy disk is not an acceptable excuse for not having a paper or homework when it is due. 
Keeping Your Papers 
Keep all your papers until the end of the semester. You will need them for your final class portfolio. 
The English Department's Statement on Plagiarism 
"Any teacher who discovers an act of plagiarism-'The appropriation or imitation of the language, ideas, and/ or 
thoughts of another author, and representation of them as one's original work' (Random House Dictionary of the 
English Language)-has the right and the responsibility to impose upon the guilty student an appropriate penalty, 
up to and including immediate assignments, of a grade of F for the assigned essay and a grade of F for the course, 
and to report the incident to the Judicial Affairs Office." If I discover an act of plagiarism (or any other academic 
misconduct), all of the appropriate penalties will be applied. 
Schedule of Readings and Major Assignments 
All reading assignments refer to Markel's Technical Communication. 
Written homework, in-class assignments, and quizzes will be announced in class. 
Location Key: classroom= 3130 Coleman I ETIC = 3120 Coleman I office= 3345 Coleman Hall 
MJan 12 Introduction to course 
(classroom) 
WJan 14 Before class: Read Markd, chapters 1-2 
(classroom) 
F Jan 16 Before class: Read Markd, chapters 3 
(classroom) 
MJan 19 MARTIN LUTHER KING, JR., BIRTHDAY OBSERVED-No Class 
1WRJan20- Individual conferences 
22 (office) 
F Jan 23 Before class: Read Markel, chapters 17-19 
(ETIC) 
MJan26 Come to class with a list of three potential topics for a report/proposal and be prepared 
(classroom) to discuss them. 
WJan28 Before class: Read Markd, chapters 9-10 
(classroom) 
F Jan 30 Before class: Read Markd, chapter 11 
(classroom) 
MFeb2 Before class: Read Markel, chapter 14 
(ETIC) 
WFeb4 Before class: Read Markd, chapter 13 
(ETIC) 
FFeb6 In-class activities TBA 
(ETIC) 
MFeb9 In-class activities TBA 
(classroom) 
WFeb 11 Report 1 due at beginning of class. 
(classroom) 
F Feb 13 LINCOLN'S BIRTHDAY OBSERVED-NO Cl.ASS 
MFeb 16 Before class: Read Markel, chapter 20 
(ETIC) 
WFeb 18 In-class activities IBA 
(ETIC) 
F Feb20 In-class activities TBA 
(ETIC) 
MFeb23 In-class activities TBA 
(classroom) 
WFeb25 In-class activities TBA 
(classroom) 
F Feb 27 Instructions due at beginning of class. 
(classroom) 
MMar1 Before class: Read Markd, chapter 4 
ffiTIC) 
WMar3 Before class: Review Markel, chapters 6 & 17 
(ETIC) 
FMarS In-class activities TBA 
(ETIC) 
MMar8 In-class activities TBA 
(classroom) 
WMar10 In-class activities TBA 
(classroom) 
F Mar 12 Collaborative Proposal due at beginning of class. 
(classroom) 
M-F SPRING BREAK-NO CLASS 
Mar 15-19 
MMar22 Come to class with a list of three potential topics for a report/ proposal and be prepared 
(ETIC) to discuss them. 
WMar24 In-class activities TBA 
ffiTIC) 
FMar26 In-class activities TBA 
(ETIC) 
MMar29 In-class activities TBA 
(classroom) 
WMar31 In-class activities TBA 
(classroom) 
FApr2 In-class activities TBA 
(classroom) 
MApr5 In-class activities TBA 
(ETIC) 
WApr7 In-class activities TBA 
(ETIC) 
FApr9 Report 2 due at beginning of class. 
(ETIC) Oral reports in class. 
MApr12 Oral reports in class. 
(classroom) 
WApr 14 Oral reports in class. 
(classroom) 
F Apr 16 NO CLASS 
MApr 19 Before class: Read Markel, chapters 15-16 
(ETIC) Bring to class your resume, if you have one 
WApr21 In-class activities TBA 
(ETIC) 
F Apr 23 In-class activities TBA 
(ETIC) 
MApr26 In-class activities TBA 
(classroom) 
WApr28 In-class activities TBA 
(classroom) 
F Apr30 Technical Communication Portfolio due at beginning of class. 
(classroom) 
